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Voter Search and Exporting Reports
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* Voter Search Functions
— Selecting Output Order for Search results
— Save and re-run search's
— Extracting Search Results

* Voter Search Reports
* Voter Search Query Options
* Exporting Reports

Office of Montana Secretary of State

Created 11/30/2011 by ZRM Linda McCulloch

11/30/2011



Voter Search

Introduction

=lof>]

User: Murray, Zach County: STATE OF MT Date: 11/17/2011

Passwiord  Help  Exit

Montana VOTES

System Configuration
User Administration
Address Library
Lagal Address Library
Commit Batch Messaging
Dacument Templates

Election Management
Election Calendar.
Ballot Processing
Districts & Pracincts
Election Workers

Load External Data
Reports & Labels
Schedule Jobs
Batch Management

Absentee Maintenance LTI G A

Provisional Ballots

Petitions

Dept of Corrections
DPHHS Search
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Voter Search —
S e a rC h TO O I S l::ryml successfully. Showing total 1 of 1 records. ‘Mﬁ:—:

Select Saved/Published Search

* Scope

r] _RunSearch

ctivity | Poliical Parties | Comment | CustomFields | Save | Duplicate Req. |
° Sh S t Extract | Residence address |  mbsertes | mailing Address | Disticts | precinets | swamus |
ow JSignhature JS————

Last Name T T T —
° Sea rch First Name [seoree

Middla Name

I~ Include Alternate Name [~ Show Confidential

™ Soundex I~ voters without Signatures.

K1

Gender [

* Voter Count soeom (I
State 1D
S5N

“age
BrthpateFrom [ Tt
Age From (years) To

Birth Morth ~| Day

e Clear

e A @ state  C county | |

* View Summary
e Full Image

™ show signature:

vter Count | Claar

Fill imzae | select |

I View Summary

¢ Select

* <>

¢ Close
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Voter Search —

i

Search Tools =

Query executed successfully. Showing total 1 of 1 records. welp

=] BunSearch |

| mctiviey | olticsipanies | comment | customrields |  save | Dudlicsemea. |
Extract | Residence Address | Absentee | Mailing Address | Districts | Precinets | status |

S
cope ~Search Options ————————————
Last Name WASHINGTON I Include Alternate Name [ Show Confidential

Select Saved/Published Search

(=30 SEORGE I Soundex I~ Voters without Signatures
Widele Hame —
: Gender =
* The scope field e L Jlemoweren [

I— L3 m (years L]
allows youtoselect g FECL P

which county you
would like to search
in, or if you want to
search the whole
state.

Scope
@ State " County = |I Show Signatures Vater Count | clear
A

|LastName  |FirstName  |Middle Name |Name Sufix | Status Date of Birth €

View Summary Fullmeae | | selsct | J_l Close

Office of Montana Secretary of State

Created 11/30/2011 by ZRM Linda McCulloch 5
Voter Search —
S e a rC h TO O I S ml successfully. Showing total 1 of 1 records. ‘Mﬁ:—:

Select Saved/Published Search

r] _RunSearch

ouput | activity | Polical arties | comment | cCustomrields |  Save | Duplicate Req. |
H idence Address |  Absentze | mailing Address | Disticts | preciners | staws |
° Sh S Extract | Resi
ow Signatures searchoptons
Last Hame [WASHINGTON I Include &fternate Name [~ Shaw Confidential
Gl GEORGE I™ Soundex I~ oters without Signatures
Widdle Name
I [
Gender =
« If checked, the o —
. T
Show Signature s 1o S e ’
= — |emhmen [ =Joa[

options will display

the corresponding foe o
signature captured
for each voter
found in your
search.

I show signatures (| Search | vater count | claar
&

| Last Name dle Name | Name Suffix | Status. Date of Birth €

vw Summary | _cilimzoe | sdex | o] o
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Voter Search —

i
Search Tools -
Query executed successfully. Showing total 1 of 1 records. Help
Select Saved /Published Search
* Search =] _eunseere |
. | mctiviey | olticsipanies | comment | customrields |  save | Dudlicsemea. |
e |nitiates a search o ot [ oo e T Lo Lo |
Search Options ————————————————————————
through the MT Vote Last Hame WSHINGTON "r Includs aftsrmats Hame [ Show Canfidentiol
First Name IGEORGE— I Soundex I~ Voters without Signatur
database for voters e e [ CHCTE T
H ender B
matching your S g ————

I— Age From (years) To
selected search S — |
criteria.

“Scope |
@ State " County = |rsrmwsuunazurq Voter Count | cjear I

[ LastName |FwstName |Middle Name |Wame Suffix | Status Date of Birth €

* Voter Count
* Displays a current
Voter count entry
chosen under scope.

* Clear
* Resets the all search e | R T || e =
criteria so you can
start over.

Office of Montana Secretary of State
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Voter Search -
Search Tools (305 - com 1| sronsanre _ssan | e e

i
. icki A Reports
CIICkIng the bUtton Showing 1 - 1000 records. Total records: 5246,
i ]
WI” expand the SearCh ] LastName  |FistName | Middle Name |Name Sufix | Status
. »
results window to TR — e cive
h h | 1283773 SMITH AARON B Active §
100135094 SMITH AARON B Active T
encompass t e W o e 100127326 SMITH AARON 1 Active «
718495 SMITH AARON JAMES Inactive )
screen. 44195 ShITH anRON M active
_100129540 SMITH ABAGAIL 1 Active
H H 450016211 SMITH ABBY M Active
* Clicking the button T e
. . 401475 SMITH ABIGAIL E Inactive ]
again will return the 100004243 SMITH smiGaL L active (
100069232 SMITH ABRAHM THOMAS Active «
H 1081305 SMITH ADA Q Inactive t
window back to PP T T e ‘
. 100002294 SMITH ADAM F m Inactive t
normal size. | omsesa s apaM i lative f
1267292 SMITH ADaMm SHANE Active
_]DDDSQBQD SMITH ADAM T Active (
100127679 SMITH ADAM w Inactive t
dsiazs ST facam wesier fcive
461910 SMITH ADAM WILLIAM Active «
lssoin owm ho active .
100046891 SMITH ADaM Inactive |
100156035 SMITH ADAM Inactive t
400003862 SMITH ADAM Inactive t
iizscon M a0t e etve &
- '
View Summary | ulimee | sslece | I [
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Voter Search—- T =

Select Saved/Published Search

I ] _punsesn
Sea rch OOIS ouout | ncity | powicalparses | Comment | Customreie | Ses | Ouwlestsfea |
I [Nome | Eotraet | hesdance e | stsertee | waod dress | Do | procecs | staus

Search Optians

. LastName [wasHinGTon | [ Indude Aemate Name [ Shaw Canfidsntial
* View Summary B — PO
i i i ender = =3
* Highlighting a voter s e —————
that matches your state 0 e
X X ssn [ samanh |—_|n.,y7
search criteria and =
hitting the View “ome Ccomy [ ]| show sonatures [ gearn ]_veter coune cor |
5 T TR T T T T T R T

Summary button will
bring up a Voter
Summary window.

¢ Voter Info, address, - .

history, and | | ol g |

=101 x|
alternative name voter Search telp
information is all Voter Info | addresses | History | Alternate Namssl
‘Voter 1D EET =
available. || e e a—
Nome S— DN L
* Hitting the next o0 ———
H S5N —
button will . T e —
automatically take o e
Reason IN/A
you to the next voter County Reg Dot RS ———
vate gligble oare (NG

in your list.

Showing [T of [100 Records I Ii Hext Close

Office of Montana Secretary of State
Linda McCulloch
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Voter Search - i

Woter Search Help

Fu I | I ma ge @ | 20| [{cke |Reg\strat\om Card 11/7/2008 j

For office uss only +

* Full Image Wi e o B O O

TO REGISTER: All items, except where noted, must be completed to register to vate,

e Fulll mage will [ Under Tederal andior state law, all slectors must present ID when vating. |
dlsp|ay the . Afe you a citizen of the United States of America? dves anor YV 04 2@3&

. Will you be 18 years of age on or before election day? Yes O No*

com plete “Note: I you checked ‘no’ in response 1o either of these questions, do not
complete this form.

document from . MONTANA Dﬁwznsucsussu__
i (Hy have river's license number,

which the voters faie T8 £EI u:slrgnarsocmsscuamk

Under federal law you are requirad to provide one of |hn above, Unless you do not have
Si natu re iS sither. If you have neither, provite of enclosa a copy of ID*)
1 ene of the following: any
8 e Gl bl kS, e everan sk, oo
appearing.

)

fiovermment document that shews your name and current sdd!

-

. Emall Address {optional,

* This option is only o e

available if you -
X mmm__ 6. TELEPHONE NUMBER
checked the box for ADORESS WHERE YOU LVE! S—
w.oareorwrr+ [N |

Show Signatures -

before running your Close
search.

_-4-
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Voter Search
Functions

=lof>]

User: Murray, Zach County: STATE OF MT Date: 11/17/2011 Password  Help  Exit

Montana VOTES

System Configuration
User Administration
Address Library
Batch Scan Legal Address Library
Commit Batch Messaging
s s e
Election Management Load External Data
Election Calendar
Ballot Processing Reports & Labels
Districts & Pracincts Schedule Jobs
Election Workers. Batch Management.
Absentee Maintenance

Provisional Ballots Dept of Corrections

DPHHS Saarch
P

Office of Montana Secretary of State
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Voter Search -
Out|g ut m:

Select Saved/Published Search

| osave |

The Output Fields allows

r] _RunSearch

Name ||Emn! | Residence address | mbsentse | Mailing Address | Distriets | Precinets | status |

Duplicate Rea. |

K

you to select which S e e ol [T
. . . . FlLast Name Middie Name '::: :::: & g
information will display for rrecnane IS |t T
. [ Date of Birth DOate of pirth = r
the resulting voters that g Bmesin | Do Foor
1 B Residence Addres: Precin ~ r
. . D Details (Ra) DOsolt [ -
match your search criteria. Fice e Boi - -

_?"msl;:n & county [ = | I show signatures voter Count | claar

The Output Order allows
you to specify in which
order information is
displayed.

viw Summary | _cilimzoe | sdex | || e

Sorting Order determines
if sorting should be
Ascending or Descending.

Office of Montana Secretary of State
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Voter Search —

Output Fields o

Reports

Help
Select Saved/Published Search

Available Output Fields —

=] BunSearch |

name | Earsct | Residence ddress | mbsertee | mailing Address | Districts | precines | swaws |
* Name P i [ e oy T {1 e |
X X Output Fields Output Order Sorting Order
e Llast, First, Middle, DOB, =@ outpu O Lest Name Column [Ascending Descending|
= Blname DiFirst Hame = =
1 Last N Middle N;
Suffix Britime Brmeaane Al = L
. ElMiddle Name D status vl ||: E
* Residence Address Hhmetern  f Bomsm =
. . . g Rneswaenw Address E Precinct Icd r
Details (RA) Split
* Details, City, Zip, County, Qe (B r =
Precinct, Split, House#,
S
Street Name Flwe @ Couny =] |~ show sianatures [[gearch | vet=r covee | cear |

* Mailing Address
* Details, City, State, zip,
County
e Other

* Status, State ID, Reg.
Date, Las Vote Date, Last et | AT ]| HE =]
Update, Home Tel. No,

Judicial District, City
Ward, Old Voter ID

Office of Montana Secretary of State

Created 11/30/2011 by ZRM ontanaSecreta )
Voter Search -
Output Order ‘“:

Select Saved/Published Search

Check the box and click the A or'W i |
button to move the Selected Name Ilemma | Residenca address | absentse | Mailing Address | Dlmnns | Precinets | status |

Output activiee | Poliicsl Parties Custom Fislds save | oudlicate mea. |

output field up or down in the orting Order i
E \;a:: xema Column | Ascanding | Descanding|
OUtpUt Order' FLzst Hame O M.dnl:N:ma [ [=
B First ame Diname suffis A F E
E Middle Name DO status vl 14 C
Date of B;frth Egatec:;)awth |IZ F
. Hame Suffix ity v
Any entries selected from the < Eessonceasiest || Dvec: = ol
Output Fields will be included in R CRYON Qeourty » =

the output order list. =

©state & county |

Voter Court || clear

= | I~ show Signatures

viw Summary | _cilimzoe | sdex | || e

Office of Montana Secretary of State
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Voter Search —

Sorting Order

Select an item and click the A or'VW
button to move the selected
output field up or down in the
Sorting Order field.

Clicking an entry in Sorting order
and moving it up and down will
determine the priority for it’s sort
order.

Any entries selected from the
Output Order will be included in
the Sorting Order list.

L
Reports
Help
Select Saved/Published Search
=] Bunsearch I
nsme | Extract | Residence address | bsentee | Maiina Address | Disticts | Precinets | status
ouput | activiey Political Parties | Comment | CustomFields | Save | Duplicate Req.

Output Fields Dutput Order Sorting Order

@A status =] Middle Name ] Column | Ascanding | Descending

Dseste 10 B Last Name

Da B First Name

BlLast vote Date I Name Suffix First Name ~ r

DlLast Undate Da Dstatus ) ots tame [ [l

O Home Tel. Mo ODate of Birth ~ r

DOudicial District DOcity (ra) ~ C

O city ward O Frecinc 54 r

DOoid voter 10 DOsoit I [l

Bl DOcounty
e FlLast vote pate = ] [m]
~Scope

C Gtate @ County  [Big Hom

21| show signatures voter Coutt | _ clear
o

View Summary | =i i-0n Select =] __cese

Office of Montana Secretary of State
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Voter Search -

Save |
Reports

Query executed successfully. Showing total 24 of 24 recards. Help

* Onceyouhaverana
search, the save screen
allows you to save the
selected search criteria
so that the same search
can easily be ran in the
future.

Created 11/30/2011 by ZRM

Select Saved/Published Search

] _RunSearch |

Name | Extract | Residence Address | Absentee | Mailing Address | Distriets | Precinats | Status |
oumut | mctiviey | political parties | comment | Custom Fields save | oulicate Req.
~ Save Current Search

Hame [ Save ‘

It Hame [ Scope ] Publizn |
UripuGITEh
DlEte

»
C state County [Big Hom

1| show signatures Voter Count | _clear

Last Hame | Middle Name | Name Suffix | 4|

____J\j
View Summary Full [mage Select J _| Close

Office of Montana Secretary of State
Linda McCulloch

11/30/2011



Voter Search —
Save Current Search

¢ To save your current
search enter in a unique
name for the search and
click the save button.

[ voc= e gl
FRaparts
Query executed successfully. Shoviing total 2 of 2 recards. Heln
- Selact Search
I =] _pun search |
Nome | exract | mesidence Address | bsontee | mading Addeess | Dismiets | precincts | status
Save Current Sea
Hame [Pracs Frov voterd
Saved Search
‘Seareh Result Name [ scope:
st
|
———
Foem ¢ cowty o 2]| - Show Signatures [ geardh | votsrcount | _clear

] Viddle Nama _ Last Name _ First Name | Name Suffx_ Status Date of Birth |

view Summary | _Filieoe | Gelest | I T

Office of Montana Secretary of Stat
Created 11/30/2011 by ZRM \ce ot vlontana >ecretary of State

Linda McCulloch v

Voter Search —

Publish Saved Search'

S

* A newly saved search will
default to unpublished,
which means it is only
available for you to use.

* Selecting a saved search
and clicking on the publish
button will give the saved
search a published scope,
which will allow all users in
your county to use the
saved search.

* A published search can be

=TE)
The search has been saved successfully. welp
—Select Search
| =] _Run Search |
name | Exwact | Residence address | Absentse | maiing Address | msm | precincts | status
ousut | actvity | poltical Parties | Comment | Custom Fields Duplicate Rea,
Save (.
Hame [ Save
UripusIEh
pelets
Scope
Cloe @ couny [ ron =] | show signatures [ Search | _voter count | _clear
A
D, City (R4) Procnct Spit County [ Last Viote D

View Summary | full inzie | select ==

LClose
unpublished or deleted at
any time.
Office of Montana Secretary of State
Created 11/30/2011 by ZRM Linda McCulloch 18
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Voter Search —
Running A Saved Search

* To run a saved search you
will need to select it from

the Select Saved/Published

Search dropdown at the
top of the voter search
screen.

¢ Click Run Search

* Results will display.

* Note that the results may
not always be the same if

voters no longer match the

search criteria, or if new
voters do.

I

Absentee | Mailing Address
Search Options
Last Name - I~ Indude Altermate Name [ Show Confidential
First Nama I~ Soundex I~ Vaters without Signatures
viddle Name
e

sender Birth Date From T
Old Vioter [0

o ‘Age From (years) To
ssn Birth Month =] oay
Scope
Cststa  © County [eig Horm | |r‘ show Signatures voter court || ejear

View Summary | Full Tmaae select |

EE

Office of Montana Secretary of State

Created 11/30/2011 by ZRM . 19
reate 130/ v Linda McCulloch
Voter Search —
S
Reports
E t t Query executed successfully. Showing total 631 of 631 records. Help.
Xtrac e
[statewide provisional =] Runsearch
* MT Votes has the
Outp: Ay Political Parties |  Comment | CustomFields | Save | Dunlicate Rea. |
functiona“ty tO eXtraCt Name. es\dencekddress | absentee | mailing address | pistricts | Precincts | status |

your search results and
insert them into a
spreadsheet.

* To begin you will need
to click on the Extract
Tab.

Created 11/30/2011 by ZRM

Delimiter : ~| T Include Row Header

Output Format
& TextFile
XML Format

File Path [ Browse
I¥ Inelude Summary
Extract
Scope

& State ¢ County [Fia Hom = | I™ Show Signatures

\ater Count | Clear

|LastName  |FirstName | Status

View Summary || Fullmage | Select |

I =

Office of Montana Secretary of State

Linda McCulloch 20

11/30/2011
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Voter Search —

P 1=
Reports
O u t ut FO r m at gnnrv executed successfully. Showing total 631 of 631 records. Help
p I—selen df i Search
[statewide provisional =] Runsearch
* Select the preferred
outeut | Activity |  Political Parties | Comment |  CustemFields |  Save | Dulicate Rea. |
OUtput for.mat Text Flle Nams Extract | Residence Address | mbssntes | mMailina Address | Districts | precincts | status |
. Output Format
is recommended. & TextFie Delimiter =] I tnclud Row Header
€ XML Format
* Select the Flepath | B
. . ¥ Include Summary
Delimiter(how —
individual records are
Scope

separated).
e (CSVis recommended.

* Check the Box for
Include Row Header to
include row titles that
will correspond to your
selected output fields
from the Output Tab.

Created 11/30/2011 by ZRM

€ county  [Bio Homn 2 ||‘ Show Signatures

voter Count | Clear
a

view summary | Fulimaoe || select

| o] e

Office of Montana Secretary of State
Linda McCulloch
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Voter Search —

T voter search TR

File Path

* Click the Browse Button
to select the location to
which you would like to
save the file.

Created 11/30/2011 by ZRM

Reports
Query executed successfully. Showing total 631 of 631 records. Help.
Select d, i Search

ﬁstatew\d& provisional

=] Runsearch

outout | activity | Political Parties | Comment | CustomFields |  save | Duplicate Rea. |
Name Emtract | Residence address | sbsentee | Mailing address | Districts | Precincts | status
Output Format

& Text File Delimiter ;  |Cemma (CSV) ~| W Include Row Header

XML Format

File Path [ I Browse I

¥ Include Summary
Extract

Scope

& State ¢ County [Fia Hom

\ater Count | Clear

= | I™ Show Signatures

|Last Name | First Name

view Summary | Ful imeoe | Select

| Eo 2=

Office of Montana Secretary of State
Linda McCulloch

22
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Voter Search —

Save As

* Note that the desktop
option on the left does
not correspond to your
personal desktop.

¢ Click on the
DOAISD6105 icon.

* Click on CS on ‘client’
(C:) to access your
computers hard-drive.

* You may select any
folder you like to save
the file to.

¢ Enter a file name and
click save.

[Foowsoens 3]

R I |
Senn [REEDE = <] = @@
—
Joi S
s ¢
e [ A [
Sommnpe  [ocwero 7] Cancel 1]
%

forocs s )

oo
s on Tient’ ()

Office of Montana Secretary of State

Created 11/30/2011 by ZRM . 23
reate 130/ Y Linda McCulloch
Voter Search =
ioid
. Query executed successfully. Showing total 631 of 631 records. Help
Extract File e
————————————— lrstatgw\de provisional | Runsearch
¢ Your selected location outout | acivty | poitcolpartios | Comment | Custoarielis | Seve | Dusits fea. |
Mame  Extract | Residence Address | Absentee | Malng Address | Diswicts | precincis | status |
to save the file will now e
. . * Teut File Delimiter [Comma (CSV) | ¥ Indude Row Header
show in the File path (r
Field. o
¥ Include Summary
¢ Check the
corresponding box if -
. @ gtate € County [0 Hom <] I Show signatures  Search | Voter Count Clear
you would like to L | 2

include a summary with
your extracted search
results.

* Click Extract

* A confirmation box will
display. Click yes to
continue.

Created 11/30/2011 by ZRM

| Last Name | First Name:

view summary | Fullimeoe | Select

| Status

2| __cioss

TIF Extract Proceeding

Proceed to extracttotal of 631 rows?

Office of Montana Secretary of State
Linda McCulloch

24
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Voter Search —

—ioixi
Extract File

e Extract was successful

Heln

statewide provisional ~| Runsearch

outout | nmwwl | Foliical Parties | comment | customFields | save | Duplicate Rea. |
. . . Mame. Eutract | Residence Address |  Absentee | Mailing Address | Districts | Precincts | Status |
will display in green at
Output Format
the top r|ght of the & TestFile Delimiter ; [Comma (C5V) ~| ™ Include Row Header
XML Farmat
screen.

Fila Path [CiiTest-extract.esy Browse
I¥ Indude Summary

Scope
rﬁ State  C County  [Big Horn |

I~ Show Signatures _ Search | Weter Count | clear
a

|Last Mame |First Name | Status

view summary | Fullimase | seleet | =] cese

Office of Montana Secretary of State

Created 11/30/2011 by ZRM Linda McCulloch
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Voter Search —
Locate Extracted File :

* To locate the extracted @ ot IR
file, click your start @ Microsoft Excel 2010 %My Recentboments >
. - My Pictures
button and then click on 2 E-mai

S | -
o 1 Microsaft Outlaok ) My Music

MY computer (W mtaze
@ Micrasaoft Word 2010 "I My comu

g My Network Plaj
Pl Gives acces
P_b Microsoft PowerPoint 2010 other hardw
- B? Control Panel

Adobe Reader X Set Program Access and
Defaults
@ Motepad @ Prinkers and Faxes

!g Paint g)) Help and Support
( ).) Search
A Wicrosort Access 2010

TJ Run..,

AlPrograms ¥

tog off [@] shut pown
|#istare | @ & 0| <5 @ @ [ | & Home - - windows Int..

Office of Montana Secretary of State

Created 11/30/2011 by ZRM Linda McCulloch

26

13



11/30/2011

Voter Search —
Locate Extracted File cont.

* Click on Local Disk (C:)
to access your hard-
drive

* Scroll down to locate
the extracted file.

* Double click the file to
open in Excel.

* If the file does not open
in excel contact the help
desk for additional
support.

Created 11/30/2011 by ZRM

e R ves Faarss e beb

Q- ) - F Dswen | o [ | S Jrumsie

| maswss [§ #r Comsuter

Sy Tasks 2
PR Tn—

TR —
O hmeasetig

Otheer Places. % 4
9 Wt e

3 ety

@ conmirane

_‘%WW(.,

(O pS—

b

S

e T

Stk _scs s 1.

w.mmm,

o . wmhwmm

Dk ()
[rereny

FieSysten TS
Froe Space 34 58
[Ep——

e —
S

e g el 5
s semnt'51)

d8%

Fle Edt View Favodtes Tods Help

Qe ©- 3 Jmes | e |-

5| Folder Symic

=10 x|

10

Address [ )
{0

7] Hids the conters of

L pid

T add or remove
programs
‘Search for fles or

#

|

@] Loeal Area Connection ¢
M. Cocumer
1¥B

"J L=
Ebg
j F’;‘ff'.’,'i.”.““‘“

Office of Montana Secretary of State
Linda McCulloch
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Voter Search

i M1 vores

Reports

=loix]

User: Murray, Zach

Created 11/30/2011 by ZRM

County: STATE OF MT

Batch Scan

Commit Batch
Election Management
Elaction Calendar
Ballot Processing
Districts & Pracincts
Election Workers
Absentee Maintenance
Provisianal Ballots

Petitions

Office of Montana Secretary of State
Linda McCulloch

Dote: 11/17/2011

Password  Help  Exit

Montana VOTES

System Configuration
user Administration
Address Library
Legal Address Library
Messaging

Document Templates
Load External Data
Reports & Labels
Schedule Jobs

Batch Management
Dapt of Carractions
DPHHS Search

28
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=0j x|
Reparts.
Maling Labeis. Help
Voter Search | & |-
iRl | (G |
mm Political Parties | Comment |  Custom Fields | Save | ODuplicate Rea. |
Confrmation sidence Address |  Absentee | Mailing Address | Districts | Precinets | Status
Reports — e
Last Name I | I Includesttemate Name I Show Confidential
* Asearch has to be ran - [oame | Tl
before these reports will S, | sanvatarron [ W[
. - | ageFompears)[ w[
be accessible. b ([ —
©state County [Bariom 1| show sianatures voter Coutt | _clear
* Click on the Reports
menu to gain access to
the reports and labels
available from Voter
Search. view summary | ulimess | selec | || _ glose
SIS
. vater Search Help
* When running reports a Sort Options
. . . @ Zipcode, Last Name, First Name
sort option window will | 0 L e
Open to a”OW yOU to € District, Last Mame, First Name
choose how you want | =
the report to be sorted.
Created 11/30/2011 by ZRM Office of ’\AL‘,‘;?:'T\;CSCEHCH'EE?V of State 29
Reports -
G oot | 1 R B - 51 e o w savers | cesn |
Choosing the Mailing I ——
Labels report will generate
a report containing a B R
barcoded mailing label for
each voter that was found
during your voter search. SCE
B | i print.. | By 16 v w L saveds.. | Close
(| [ TR RN REES R TR R . 3 AR |
Choosing the Mailing I
Labels — No Barcode report |- e v e
will generate the same ; I o oo R
report but the labels will B, G B
not have a barcode.
Created 11/30/2011 by ZRM Office of Aﬁ?:';jcsceucurzz;’y of state 30
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Voter Search
VIP Mailing Labels

* This Report generates
household mailing labels

Freeons e —

by the last name of the P Y Tl T o o [syess | e |
- o

voters at a single I

residence.

* For example, five voters
live at one address: two
have the last name of
Smith, two have the last
name of Robinson, and

AL voTERS AT
080 804
16 TINBER M1 5011

®

one has the last name of
Kent. Then the system will
print out three labels, one
for each last name

Created 11/30/2011 by ZRM

Office of Montana Secretary of State

Linda McCulloch 3t
Voter Search
Household Mailing Labels
e A Single HOUSehOld ma|||ng oo~
label is generated for each D retrerre ey oo 2 oL el
address. I
A
Created 11/30/2011 by ZRM Office of Montana Secretary of State 0

Linda McCulloch
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Voter Search -
Print Report

* Clicking on print report will

a0l
generate a voter query e B B E B e v BJELEL —=
* This report will include an S Voter Query Report o o
entry for each voter 1= E
returned in your search. '
* Only, the fields chosen in P d
the Output tab in voter ! PR i —
search will be included in E R s provid
this report. | PSR -
I —
4"1 100139962 ALFORD. ROMNIE Provvesionsl " l'ﬂ
Office of Montana Secretary of State
Created 11/30/2011 by ZRM Linda McCulloch 33
[Procersem alal|
S Emetsme =l
Voter Search- “—— e
R 1 ] ) wiZETT e | b | s T |
e
Re orts L [ e B e
G _ T Soundex ™ Voters without Signatures.
—L e o
:':;w - || W
e —— et [
sn | T SR E— P —
* Voter Count — =
. ©dan oty [Furom 21| s Search | _otee court | _claar_|
* Displays the total
voter count for the
state our county
selected under scope. e T e = R
alzlx)
anmn.m, I m..."._l ol
¢ Voter Confirmation Card L — . : —T )
L R R S L B e
* Clicking on voter [P — e
confirmation card will e | Mmoo
e | | — | —
send a voter s — T L
confirmation card to ot EL
batch management ?:“s'-an ooy [aron 2] T showswnatues [ Geawh ] vetsrcount | ciaar
dew summary | _Ful e | seee I3 JE3 -
Created 11/30/2011 by ZRM Office of Montana Secretary of State 3

Linda McCulloch
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Voter Search

Query Options

=lof>]

User: Murray, Zach County: STATE OF MT

Election Management
Election Calendar.
Ballot Processing
Districts & Pracincts
Election Workers
Absentee Maintenance
ional Ballots

Date: 11/17/2011

Passwiord  Help  Exit

Montana VOTES

System Configuration
User Administration
Address Library
Lagal Address Library
Messaging

Dacument Templatas
Load External Data
Reports & Labels
Schedule Jobs

Batch Management
Dept of Corractions
DPHHS Soarch

Office of Montana Secretary of State

Created 11/30/2011 by ZRM Linda McCulloch 35
Voter Search
Querv Options .mn::

Name

Extract
Residence Address
Absentee
Mailing Address
Districts
Precincts

Status

Output

Activity

Political Parties
Comment
Custom Fields
Save

Duplicate Reg.
Created 11/30/2011 by ZRM

| Select Saved/Published Search

r] RunSearch
i —

Last Name I
First Name:
Middla Name

ouput | activity | Poliical Parties |  comment | cCustemFields | Save | Duplicate Rea.
Name Extract | Residence address |  mbsertee | mailing Address | Disticts | precines | staws
~Search Options

I~ Include Alternate Name [~ Show Confidential

™ Soundex I~ voters without Signatures.

Gender [ =
old voter 10

State 1D

SSN

“age
BrthpateFrom [ Tt
Age From (years) To

Birth Morth ~| Day

~ Scope
© state & County |

view summary | Fulimeze | selek |

= | I~ show Signatures

Voter Court || clear

= _l Close

Office of Montana Secretary of State

Linda McCulloch

36
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Name -
Query Options

* Last Name

Select Saved/Published Search

Help

=] BunSearch

=0l

|
|

¢ A-Zcharacters oumut | mctiviey | poliesipamies | comment | cusomrislds | savs | ouplicats mea.

e e [ e e T [

* First Name Last Name P = e
Fi .

e A-7 characters m’:::‘;"’m I~ Soundex I~ Vaters without Signatures

¢ Middle Name

Ol Voter 1D

Age
sencer < O R
- [ [peefmiear T

— E—

e A-—Zcharacters ssu  — YT
* Gender [

* Male or Female
* Old Voter ID

* Migrated Voter ID
* StateID

* MT DL or State ID #

View Summary Falimeae | | sele |

e
©State ' County <] |r Show Signatures vitar Court | clear

=] _| Close

* SSN

* Social Security

Number
Office of Montana Secretary of State

Created 11/30/2011 by ZRM Linda McCulloch 7
Name —
Search Options e

* Include Alternate Name

Select Saved/Published Search

* Alternate Names will

r] _RunSearch |

outout | Activiy |  Politiesl Parties |  Comment | CustomFields | Save |  Duplicate Req.

. Name Extract | Residence Address |  Absentee Mailing Address Districts. Pracincts Status
be included T
Last Name I} r indudeatemateName I Show Confidential
° SO un d ex First Name I Soundex I~ waters without Signatures.
L. . Widdle Name
* Similar sounding Genter Il sthosterom [ [
names will be I e
included ] sithmorth [ =Joar[

¢ Show Confidential
* Voters marked
confidential will be
included

* Voters Without
Signatures

view summary | Fulimeze | selek |

“Scope
Cstas @ county | = | I~ show signatures Votzr Court | clear

=l _l Close

* Voters with no
scanned images
containing a signature

will be included.

Created 11/30/2011 by ZRM Office of Montana Secretary of State

Linda McCulloch
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11/30/2011

Name -
Agg prs =10 x|

. Help
° B|rthday Select Saved/Published Search 5 1
r *] RunSearch
* Enter From and To = = -
ouwout | activity | polticairanies | comment | customrields |  save | Dudlicsemsa. |
range for VOterS DOB Name Extract | Residence Address | Absentee | ;«:‘:Aum;:::;] Districts | Precinats | Status
Last Name I | rincludeaternate Name [ Show Confidential
* Age First Name I Soundex I~ Voters without Signatures.
Middle Name
* Enter From and To e S| [ ———
Old Voter 1D
range for age’s to state 10 | (-0 “’
. SSN l— Birth Marth »| Day
be included _
=

©State @ County - |r Show Signatures ot |_clear

¢ Birth Month

¢ Select the voters
birth month to be
included.

e Optional: a specific
day can be entered as
well.

viw Summary | _cilimzoe | sdex | || e

Office of Montana Secretary of State
Linda McCulloch

Created 11/30/2011 by ZRM 39

Residence Address —

Address
Addrass Type House # From  House # To

Address Types —l
il s s |
. Al

City 2Zip

* Allows only City or Zip | .
code search e R e

. Standard 'Mﬁx e _ Qe postor
Unit Typs Unit #

e Enter Standard =

City. zip

address details =l 8

e—— Non Stondard Address

* Non-Standard [ e

* Free-Form, enter
anything

L]
Legal — i -
o o

. i [ErEEEE - From o From T

Enter the propertles s S - N
legal description . P
j'

Office of Montana Secretary of State

Linda McCulloch 40
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Absentee -
Type

 Civilian Overseas

* Election Specific

* Military Domestic
* Military Overseas
* Permanent All

* Permanent Federal

¢ Seasonal

o
Reports
Help
Select Saved/Published Search
=] BunSearch |
ouout | activity | polticairanies | comment | customrields |  save | Dudlicsemsa. |
» Address  Absentee | Maiing Address | Districts | Pracinets | Status
Absentee Type Absentee Request Source  Address
[0 Cwilian Overseas | Absentee Team -
71 Elecbon Speofic 0 Conservation city Stare  7ip
1 Military Domestic | Democrats =0 = T
1 Military Overseas | E-mail ‘C E! ‘
1 Parmansrt All | Fax CL
L1 Permanant Faderal ll | in-Parson |
(] Seasonal ] Mail
[ Hursing Home =l
Absentes Status

=] T votsrs without an active date range

»
@ State  C County <] |r Show Signatures vitar Court | clear

View Summary Falimeae | | sele |

=] _| Close

Office of Montana Secretary of State

Created 11/30/2011 by ZRM Linda McCulloch 41
Absentee —
Request Source imix
FReports
Help
* Absentee Team Seoc Soved/Publshed Search
r] _RunSearch |
* Conservation ouowt | ety | poitisipartins | comment | cusomrields | save | Dupicotemss. |
neme | Exract | llllllll-—ll—l | maifing Addvess | Diswiets | pracines | stawus
Absentee Type Absentee Res st 54 Add
* Democrats TcwTan ovarees | | sbrerese taam el
] Election Speciic ] Conservation City State  Zip
. ] Military D ti ] Dy s w - -
¢ E-mail ity Ovorcoos MO Emat | drAf
| Permanert Al ) Fax (e e
] Permanent Federal il | In-Person |
. Fax ] Seasonal ] Mail
0 Hursing Home -
Absar
* In-Person | 8 e e

* Mail

* Nursing Home
* Other

* Republican

e University

Created 11/30/2011 by ZRM

©ste  C county |

31| - show sionsures [Sears | voiecoun | _cioar |

view summary | Fulimeze | selek |

=l _l Close

Office of Montana Secretary of State

Linda McCulloch 42
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Absentee -
Address

* Address
¢ City

¢ State

e Zip

¢ Country

i
Reports
Help

Select Saved/Published Search

=] BunSearch |

ouout | activity | Poliicsl pamiss | comment | customrisids | save | Duplicate mea. |
Name | Extract | Residence Address ’
Absentee Type Absentee Request Source || Address

CI Civilian Overseas | Absentee Team B

] Conservation

[ Democrats ]

2 | ——

] Miitary Overseas | E-mal
1 Parmansrt All | Fax bl
L] Permanant Federal | In-Parson - |
] Seasonal ] Mail
1 Hursing Home =l
Absentss Status

=] T votsrs without an active date range

»
@ State  C County <] |r Show Signatures vitar Court | clear

View Summary Falimeae | | sele |

=] _| Close

Office of Montana Secretary of State

Created 11/30/2011 by ZRM Linda McCulloch ©
Absentee —

* Permanent All
* Permanent Federal

* UOCAVA

Absentee Status

* Voters without an
active date range

* Absentee entry exists
in voter record with

old date range.
Created 11/30/2011 by ZRM

Select Saved/Published Search

r] _RunSearch |

output | Activiy |  Politicsl Parties | Comment | CustomFields | Save | Duplicate Rea. |
Name Extrsct | Residence address Absentee | mailing Address | Distiets | preciness | sestus
Absentee Type Absentes Request Source  Address

[CCivilian Overseas | Absentss Team -

1 Election Speciic 0 Conservation city

] Military Domestic
| Military Overseas | E-mail

[ Dermocrats

] Parmanent All ) Fax B
(] Permanent Federal | In-Person
7 seasonal 0 Mail
] Hursing Home =l

] ——

Absenites Status

— =] I Voters without an active date range

View Summary

Fllimzae || selest |

@ state County E |r‘ show signatures

Voter Court | Claar

=l _l Close

Office of Montana Secretary of State
Linda McCulloch
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Mailing Address —

Query Options

Address

City

State

Zip

Country

Select Saved/Published Search

=0l
Help

=] BunSearch |

ouout | activity | polticairanies | comment | customrields |  save | Dudlicsemsa. |
Weme | Extract | ResidenceAddress | Absentse  Maiing Address | pistricts | Pracincts | Status
Address
City ’% zip
— | E——
Country
j'

»
@ State  C County <] |r Show Signatures vitar Court | clear

View Summary il Imiage. |

selsct | =] _| Close

Office of Montana Secretary of State

Created 11/30/2011 by ZRM Linda McCulloch ©
Districts —
District Type o

Ambulance
Cemetery
Citywide

Community Council
City Commissioner

Countywide
Drainage

Fire

Hospital
House District
Irrigation
Judicial

Jury

Created 11/30/2011 by ZRM

Select Saved/Published Search

r] _RunSearch |

ouput | activity | Polical Parties | comment | cCustomfields | Save | Duplicate Req. |
Name Extract | mesidence address Absentee Mailing Address  Districts | pracints | status

District Type [ IREIATRE |

Selectad Districts |

District Name (Code]

©ste  C county |

View Summary Fill imzae |

31| - show sionsures [Sears | voiecoun | _cioar |

select | JJ Close

Office of Montana Secretary of State

Linda McCulloch

46
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Districts —
District Type Cont.

e Jury

e Library

* Mosquito

e Park

* Public Service

* Resort

* Rural

* Rural Improvement
* Sanitary

* School District

* Single Member Trustee
* Senate District

* Sewer

=0l
Repor
Help
Select Saved/Published Search
=] BunSearch |
ouout | activity | polticairanies | comment | customrields | save |  Dudlicsemsa. |
Name | Extract | Residsnce address | absentss | Maiking Address istricts | pracints | Status

District Type | EENNATEE ] Pselected Districts |

District Mame (Code)

»
@ State  C County <] |r Show Signatures vitar Court | clear

=] _| Close

View Summary Falimeae | | sele |

Office of Montana Secretary of State

Created 11/30/2011 by ZRM Linda McCulloch 47
LJ L]
Districts —
District Type Cont. S
Help
* Soil Conservation S— T _pnsesn ||
* Special Improvements e e —a Wk e B [Eest]

* Statewide

e Supreme Court Justice
* TV District

* Urban Transportation
* Ward

* Water & Sewer

* Water District

Created 11/30/2011 by ZRM

District Type [ IREIATRE |

District Name (Code]

Selectad Districts |

©ste  C county |

31| - show sionsures [Sears | voiecoun | _cioar |

=l _l Close

view summary | Fulimeze | selek |

Office of Montana Secretary of State

Linda McCulloch a8
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Districts —
District Name

* Lists all entries under
the district type
selected in the above
drop box.

Created 11/30/2011 by ZRM

i

Reports
Help
Select Saved/Published Search
=] BunSearch |
ouout | activity | polticairanies | comment | customrields | save |  Dudlicsemsa. |
Name | Extract | Residsnce address | bsentse | Maiking Address istricts | pracints | Status
District Type [ Selected Districts |

istrict Name (Code)
CONGRESSIONAL - CONG
House District 24 - HD 024
House Distict 25 - HO 025
jouse District 26 - HD 026

in A

Di

louse District 27 - HD 027
House District 28 - HD 028
House District 25 - HD 029 |

»
@ State " County = |r Show Signatures Vatzr Court || clear

=] ;l Close

View Summary Falimeae | | sele |

Office of Montana Secretary of State 19
Linda McCulloch

Districts —
Selected Districts

* Lists all districts that you
checked in the district
name box.

* Only the districts listed
in this box will be
included in your next
search.

Created 11/30/2011 by ZRM

ST

Repcrts
Help.
Select Saved/Published Search
r] _RunSearch |
output | Activity |  Politiesl Parties | Comment | CustomFields |  Save |  Duplicate Req.
name | Estrsct | Residence address | Absentse Mailing Address  Districts

DO House District 23 - HO D29 =l

= | I sShow Signatures voter Count | claar

©ste  C county |

=l ;l Close

view summary | Fulimeze | selek |

Office of Montana Secretary of State 50
Linda McCulloch
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Precinct -
Precinct Name (Code)

ST
FReports
Help

Select Saved/Published Search

* Lists all precincts within =] _nsesrs |
your county. ouput | et | poiticslporties | comment | Customrieids | save | Dudicotenen. |

Name Extract Rasidencs Address Absertze mailina Address | Districts Frasints Status

Pracinct |
Ooo1 (001)
. ooz (002}
* Checking the box next Hiocette]
) . Ooos i00s)
to a Precinct Name will Dlose (oos)
O oos (o0e)

include that selection in Fons (1081 =

yOUr neXt SearCh‘ _f"m;r:n & County  [vellcwstone =] | ™ show signatures _Search | votsr Count

View Summary Fullmeae | | selsct | J_l Close

Office of Montana Secretary of State

Created 11/30/2011 by ZRM Linda McCulloch 51
Status —
Status/Status Reason
* Active ~loix]
» NVRA 15t Notice Sent —

Select Saved/Published Search

. =] BunSearch |
* NVRA 2" Notice Sent —pnse |
ouwout | activity | Polticsipamies | comment | customrields |  save | Duplicats Rea.
. N o reason Name Extract FResidenca Address Absentee Mailing Addrass Districts | Precincts  Status
Status/Status Reason Select o)l Unselact Al Flags
= EActve = ;
. Cance”ed ANVRA 15t Notics Sent WL,
EINVRA 2nd Notice Sent I 554 Verfied Only
Etio Resson . .
[~ Missing voter Registration Card
. = B Cancelled
Incom plete to FAIncomplets ts Caneelled I~ Marked in Ballot Pracessing
Cancelled iﬂ?:;; Cancelled I S 23
Elvoved out of State ™ HCF Resident
A Deceased
. Duplicate FAFeions Convistion =l
-~ Scope

 State County

| veter coure | _c

* Inactive to Cancelled
* Moved Out of State
* Deceased

* Felony Conviction

* Court Order

* Request for Removal VeviGimer || WETGeN | MG | o |

* Moved out of County

Office of Montana Secretary of State
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Status —

Status/ Status Reason Cont’d

* Inactive

* NVRA

* Undeliverable Mail
Ballot

* Moved to Another
County

* Pending

* Late Registration —
New

* Late Registration —
Precinct to Precinct

* Late Registration —
County to County

* Late Registration
* Incomplete

* Provisional
* ID Verification

inix
Reports
Help
Select Saved/Published Search
=] BunSearch |
ouwout | activity | Polticsipanies | comment | customrields |  save |  Duplicats Rea.
| Distriets | Pracincts Statuz

Status/Status Reason Select o)l Unselact Al Flags
= @inacive & )
Blivna ™ MvD Verified Gnly

B undeliverabla Mail Ballot
Emoved to sncther county

& @rending

™ 554 Verfied Only
™ Missing Voter Registration Card
[FALste Registration - Hew ™ Marked in Ballot Processing
[ Late Registration - Pracinct to Pracinct
Lt Registration - County to County M s
B Late Ragistration ™ HCF Resident

[ Incomplets d

i State  * County Fellnws\nns - |r Show Signatures | 3¢ Votsr Count Clear

view summary | Fulimeze | selek |

=l _l Close

Office of Montana Secretary of State

Created 11/30/2011 by ZRM Linda McCulloch 53
Status —
ifi -l
* MVD Verified Only s 2
. . e Help
Voters whose !qentltles Select Saved/Published Search
have been verified S| e |
against the MVD e 1 e | msn | o | oo |t |

database.

e SSA Verified Only

* Voters whose identities
have been verified
against the Social
Security Administration
database.

* Missing Voter Registration
Card

* Voters whose
registration records do

not have a scanned voter

registration card.

Created 11/30/2011 by ZRM

Status/Status Reason

Select o)l Unselact Al Flags
=@ [Sm:n “H I #vD verified only
[EUndeliverable Mail Ballot I~ 554 Verfied Only
Flmoved to another county . .
[~ mMissing Vioter Registration Card
[FLste Registration - Hew ™ Marked in Ballot Pracessing
[ElLate Registration - Procnet to Procnct

FLste Registestion - County to County MW
EJLats Regiswation | ™ HCF Resident

[ Incomplets
= FA Provisional =

i State  * County Fellnws\nns - |r Show Signatures | 3¢ Votsr Count Clear

View Summary

Office of Montana Secretary of State

Linda McCulloch o4
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Status —
Flags Cont.

* Marked in Ballot
Processing

* Voters who have the
Review Registration
check box marked on the
Verify Signature screen
of the Ballot Processing
module.

* CASS Comments Exist

* Voters whose residence
addresses have been
flagged as rejected after
being checked against
the U.S. Postal Service's
Coding Accuracy Support
System.

* HCF Resident

* Voters who reside in a
health care facility.

Reports

Select Saved/Published Search

=10/ %]

Help.

r] _RunSearch |

ouput | activity | Poliical Parties | comment | cCustemFields | Save | Duplicate Rea.
name | Esract | Residence address | Absertee | mailing Address | Districts | preciness ‘Status
Status/Status Reason Select Al Unselace &l Flags
© & nacove =

Hnvea [~ MWD Verified Only

Elundeliverable mail Ballot
Elmoved to snother county
& @Pending
[Lste Registration - Hew
ElLate Registration - Precinet to Precinct
[ElLate Registration - County to County
ElLate Registration
Hlincomplete
= Rprovisional

I~ ssa verified Only

[~ Missing Voter Registration Card
[~ Marked in Ballot Procassing

I~ CASS Comments Exist

—J| [ HCF Resident

C state & County [vellowstone

View Summary Falimeae | | sele |

= | ™ show signatures |_Search | voter Court | clear

=] _| Close

Office of Montana Secretary of State

Created 11/30/2011 by ZRM Linda McCulloch 55
Political Parties—
Query Options o

* Constitution

¢ Democrat

* Green

* Independent

* Libertarian

* Natural Law

* No Part

* Reform

* Republican

* Other Political Party

Created 11/30/2011 by ZRM

Select Saved/Published Search

r] _RunSearch |

Name | Extract | Residence Address | mbsentee | Mailing Address | Distrits | Precinets | status |

Folitical Parties

] Constitution
) Democratic
[ Green

00 Independent
0] Libertanan

I Natural Law
] N Party

[ Reform

0 republican

Other Political Party

——

~“Scope
C state @ County [Missouls

1| show signatures [searsn ] voior cov | clear |

View Summary Falimeae | | sele |

=] _| Close

Office of Montana Secretary of State
Linda McCulloch
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Activity —
Query Options
* Election Type

¢ Election Date

¢ Voted In Election

* Registration Source

¢ Record Create Date

* Last Vote Date

* \Vote Eligible Date

¢ Last Update

Created 11/30/2011 by ZRM

=0l
Help
Select Saved/Published Search
=] BunSearch |
name | Earsct | Residence ddress | bsertee | mailing Address | Disticts | precinets | staw
output Activity Political Parties Comment Custom Fields Save Guplicate Req.

Election Type =] Election Date -
Voted In Election F

Registration Source =]

Last vote Date From To
Vote Eligible Date  From To
Last Updats Date  From To

P
" State  ~ County [Missoula - |r Show Signatures Votsr Count Clear

View Summary Full Imege| selsct | j;l Close

Office of Montana Secretary of State 57
Linda McCulloch

Comment -
Query Options

* Voter Comment

¢ Audit Comment

Created 11/30/2011 by ZRM

=10/ %]
Help.
Select Saved/Published Search
r] _RunSearch |
Name | Extract | Residence Address | Absentee | Mailing Address | Distrits | Precinets | stats |
outut Actiy Political Partiss Comment. Custom Fislds. Save | Duplicate Rea.

1| show signatures [searsn ] voior cov | clear |

»
C state @ County [Missouls

View Summary

Office of Montana Secretary of State 58
Linda McCulloch
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Custom Fields —

Query Options
¢ The Custom Fields tab

=0l

Help

=] BunSearch |

Select Saved/Published Search

will list any custom e e et ]
1 Missoula County Custom Fields

fields your county has iy

setup in flex labels.

" State  ~ County [Missoula - |r Show Signatures Votsr Count Clear
View Summary Full Imege| selsct | J_l Close

Office of Montana Secretary of State
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[ ]
-——
Duplicate Reg.
Query Options A
Help
Select Saved/Published Search
* Dupllcate Count Neme | Extract | Residence Address | Absentee | Mailing Address | Distrits | Precinas | status
oumwt | Acivity | politicslParties | comment | customrields | save Ouplicate Reg.
Duplicate Count T Duplicate Receive Date
¢ Comment Commen \ from [ To
* Duplicate Receive Date
~Scope

C state & County [vellowstone

1| show signatures [searsn ] voior cov | clear |
¢ From

* To

viw Summary | _cilimzoe | sdex | || e

Office of Montana Secretary of State
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Duplicate Reg. —

1 i
Query Options L
Help
Select Saved/Published Search J 1
«|  BunSearch
* Dupllcate Count neme | Earsct | Residence ddress | absertee | mailing Address | Disticts | precinets | status
ouput | Activity Political Parties | Comment Custom Fields | Save Duplicate Aeg.
Duplicate Count [ Duplicste Receive Date
e Comment Comment \ From [ &
* Duplicate Receive Date
75:'.;!:“ « County Feunws\nns - |r Show Signatures Votsr Count Claar

* From

e To

View Summary Fullmeae | | selsct | J_l Close

Office of Montana Secretary of State
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E t i R t
User: Murray, Zach County: STATE OF MT Date: 11/17/2011 Password  Help
Montana VOTES
Voter Registration System Configuration
Voter Search User Administration
Voter Merge Address Library
Batch Scan Legal Address Library
Commit Batch Messaging
Document Templates
Load External Data
Elaction Workers Batch Management
Absentes Maintenance
Provisional Ballots Dept of Carrections
DPHHS Search
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Reports and Labels—
Exports

Precinct
™ sl (Deisted precints wil be indudsd on report)

PuIs k|
oter Searn Heln

Swlits
[ l{Delsted splks wil be included on report)

* Within reports and
labels there are

Deseription

Desaiption.

»
Seve ra I exports that Electon wWorkers ’—ﬁ“lfﬂ Edﬂ\wlﬁwlhsllﬂ.llﬂdu/\'ﬁa.ﬂ’n FE:;\:’\V::U:‘ EI I—SD;JF&: M“a
Labals Grrostn of DM::u;mf

must be saved to your | SEEE

local computer to

s
access. 2
3
CiLate fegistration - County to Co. =l
* These exports can not [ j
be ran by clicking the d P
Erport Careet Y our repoet|
Run Report button.
Created 11/30/2011 by ZRM Office of “ﬁ?:?\;‘csceuc‘l’s;w of State o
Exports »
oter Search Hein

* To begin you will need | v

to select the export e
you would like to i

generate, and choose )

Precinct
I AllDeéeted precits wil be indudsd on report)

Solits
[~ 8{Delsted salks wil be inchidsd an rsport)

Deserenan

which filter options
you would like.

stratior

Ol Lste Registration - Courty to £o...

¢ Click the Export

button.

\il Eart
RSTNANE
= [vmoiEneme
I tnchuda
Export: Cancel |l e |

Office of Montana Secretary of State
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Reports and Labels—
Exports

* Ifitis alarge export
you W|” I‘eCEIve the Exporting the report will take time. Do you want to

continue?
following warning.
Yes Cancel

x

* This does not always
signify that the export
will be excessively
large, only that it has
the potential to be so.

* Click Yes

Office of Montana Secretary of State

Created 11/30/2011 by ZRM Linda McCulloch

65

Reports and Labels—

=] [ AliDsisted arecirks will e included on remcet) | [ (Deleted solks wil be nckided an reacet)
Deserton Daseriation

i)

* Once the export has
finished successfully
you will receive a
confirmation at the
top of the screen.

Dol
Date Registration
| Olate Ragstrabon - Counéy ko Ca..

* Close out of Reports

I R
e
and Labels. . e
Office of Montana Secreta f Stat
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Retrieving Exported Reports

3 M vores

=

User: Murray, Zach County: STATE OF MT Date: 11/17/2011

1

Voter Registration
Voter Search
Vvoter Morge
Batch Scan
Commit Batch

Election Management
Election Calendar.

laction Worke
Absentee Maintenance
Provisional Ballots

Passwiord  Help

System Configuration
User Administration
Address Library
Lagal Address Library
Messaging

Dacument Templatas
Load External Data

Schedule
Dept of Corrections
DPHHS Search

Office of Montana Secretary of State
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Schedule Manager—
Retrieving EXports —[pee——

* To begin you will need
to access the 10b List | Report ouput | Export |

pate | Time [12 00 [00 &M | Destrintion

ater Search Help

Status & InProgress ( Mew Jobs

Reschedule
Delete

© Completed

Scheduled jobs =N [N (o=l ere

[ Description

Module from the
main MT Votes
screen.

* The Schedule Job
Manager screen will
display.

¢ Click on the Export
tab.

Office of Montana Secretary of State
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11/30/2011

Schedule Manager—

Retrieving Exports [
pate [ Time [12/[o0 [00 AM | Deseription Reschedile

* Click on the export Ti

JobList | Reportouput  Export |

you created in the
previous steps.

Creatad On

¢ Click the Move
button.

* Click Yes on the
confirmation screen s it
that displays.

IF Confirmation X
° Select Where you Are you sure want to move this fila 7
want to save the file. ves o

Office of Montana Secretary of State
Linda McCulloch
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)|
Save Export—
Save As
* Note that the desktop
option on the left does =
C=1|

not correspond to your

Sen[goovseE 5] G E-
personal desktop. mes

Eom oo
=

¢ Click on either
DOAISD6105 icon.

* Click on CS on ‘client’
(C:) to access your
computers hard-drive.

*  Within you may select
any folder you would
like to save the file to.

¢ Enter a file name and
click save.

Created 11/30/2011 by ZRM

Office of Montana Secretary of State
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Schedule Manager-

Retrieving Exports

* The save as window
will close.

* The export will no
longer be listed in the
export tab of the
Schedule Manager.

* Close out of the
window.

Created 11/30/2011 by ZRM

it schedule Manager

\oter Search

Date Time [12 oo o0 e | pescription |

Joblist | Reportoupur  Export |

=

Reechedl

File Name

Created On

Office of Montana Secretary of State
Linda McCulloch
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Locating Exported Reports

¥ My Computer

File Edt WMew Favorites Tools Help

=ioix|

.
| &

Qe - - (T ‘/"‘slaamh

Folders

. |
E[ |: Folder Sync

Address [ by Computer

J8e

System Tasks 8 H 34 Floppy (A}

Wiew system information
T dd or remove programs

—

&)
% = ) 01T on ) Users on
(P D V “Soscluster_sos_sant ol iLs.. V ‘Soscluster_sos_santi¥ol1’ (5)
==

€ My Network Places

/)
° . = Vol1 on'Soscluster_sos_san1’
O change s seting N L DVDICO-R Drive: (02) w !
g2 ——
= =
==

3 My Documents = : ) )
O ontrol Panel ~ 8 HP Scanjet N7710 \USE Yideo Device
ontrol Panel

Details =
Local Disk {C:}

Local Disk.

Fie System: NTFS

Free Space: 92.4 GB

Total Size: 148 GB

&

ZENworks adaptive Agent

Created 11/30/2011 by ZRM
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Export—

Locate Exported File

* To locate the exported
file, click your start
button and then click on
my computer.

)i @ 2 0% @ Q& | @ rome - windows it

Office of Montana Secretary of State

Murray, Zachary

# Internet _J\ My Documents
K Internet Explorer

- »
ral 5 My Recent Documents
\

4%~ Microsoft Excel 2010
j My Pictures
-, E-mail » i
1 Microsoft Outlogk. J My Music

p BB My Computer
W i D
.g My Network Plaj
Dl Gives acces
P_r_ WMicrosaft PawetPaink 2010 other hardw
[ contralparel

Adobe Reader X @, Set Pragram Access and
Defaults
@ Motepad J;'é Prinkers and Faxes

“g Paint @ Help and Support

— () search
Aﬂ' Micrasoft Access 2010
7/ Run...

Al Frograms  »

Log Off @ Shut Down
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Locate Exported File cont.
.LDLLI
. . . D e ) - & sewen | s | [T | S o
* Click on Local Disk (C:) — i o
to access your hard- i i g e (—
drive i R - <t M
ol 8 S U . P i)
* Scroll down to locate il pm
the exported file. & e @ @
* Double click the file to e
open in Excel. [ty
* If the file does not open
in excel contact the help
e =loix|
desk for additional [T —— o
Ot - © ~ (B| Dsowen 1 roios | [T | S sime
support. T o — EE
— |

) Hide the contents of
B i

SeaechFo flas o
-

3 :I —_J TEMP-MTvotes —_J f=1d
’é] Local Area Connection & :F swinhat
| .
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As always, please feel free to contact the Help Desk,
at 1-866-541-6767, with any further questions you
have.
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